BIZ YOUR MEMORY on YOUR DESI 
by WMO J. . Young n USE 


“Ve know a subjeat ourselves, or we know whore wo can find n- 
formation upon it" — Samuel Johnson, 

Sveryone in his work gleans casually or intenoively some now 
informtion every day. A surprieing amount of 16 10 retained, gone 
in comlately forgottea, and sone is recalled later with difMeulty 
and then only imperfectly. - 

Since very Hospital Corpaman and every Hospital Corps Officer 
and every Medical Service Corps Officer fs to some degree an admin- 
ietrative adsintant, it 4s the present objective to present a syaten 
for lecating and sorrolating otherviae dimly reealied information 
that 10 essential to aduinistrative assistance. With the systen 
heréinafter outlined you oan litemlly sit your selestive nenory on 
your désk. 

Perhaps you feel that your memory 10 dot ter off in your head. 
Tf eo, this article 1 not for you or ia it? 

What do you do tom rde looating a direative or letter seen 
digintersstedly 6 months - or 6 days ago - that the “old nan” unte 
right now? Wine times out of ten, no deus, you can put your finger 
right on it. Yow about the tenth time? That one is the reputation 
wreaker! 


ole 


Reasonable or unreasonable, necosaary or unneceseary, the 
fact remains that it is expeated of an administrator that he re- 
tain on the ttp of his tongue oF the top of his nenory practically 
211 the information to which he was ever exposed. 

It 1% the writer's contention that uccessful administrative 
assistance depends on nonory, and that that memory must be backed by 
factual ads if necesaary. Whore semory stops the written substi- 
tutes must take over. In the service, substitutes for Imowledge and 
experience are available at every turn = letters, instructions, menc~ 
randa, pamphlets, ciraulare, bulletins, mgasines, manuals, and orders 
ad infinitum, But who one then to memory? Who renenbers ali he 
das read or whore ho read {t? mo even bas access to all that is 
ourrently applicable? 

Almost nover in any ons job are thore available all the ref er- 
onen which one could from time to time use. The disbursing officer 
ad a stat fon, for inatance, will have the only copy of the Bulands 
Manual. Ata hospital, the enly complete (corrected?) set of All 
Ships and Stations Letters will be the Pereonnel Office eopy. The 
central file everywhere will retain practically all the miscellansous 
letters and correspondence. Yet in these references and in the files 
are the tools of our trade. 


Bat to loeate a partionlar directive only after considerable 
Searching is never eatisfactory; and equally tad in finally locat- 
ing the desired informtion is the nagging uncertainty - or the 
bland confidence - that the data discovered 19 the last and only 
dizestive on the subject. 

Ben conceding the undeniable capabilities as opposed to the 
multiple responsibilities in medieal service, cat any one person ever 
be completely ready with detailed information as to all the procedures 
in all the specialties in which he hae or sonetine will de called upon 
to ass Such a question eugsests an inevitable auswor. 

Bat how about an attempt to be ready with ae many tedhniques and 
ae many avewers as are practicadle? 

it has been found by the writer that a high percentage of hay 
recall items om be key? in an alphabstionl card file of less than 
two hundred 325 cards. A enall, hingod-top, file box will hold 61 
of then easily. Subject headings for these cards are variow), and 
each individual mat decide for hinaglf wat subjects to insluds. 

What one would want in auch a ready reference file would vary with 
one te job and what 4% conaidered possible as 4 future duty asnigacnt. 


Let us take a chie?, u specialiat, woriting in the X-ray depart- 
nent at n-maval hogpital. Sea duty fe ahead for hin any day now. 
Wild he be assigned to independent duty, to a large chip, or to an 

_ Overseas chere station? Who oan tell? Would it not be to hie ade 
vantage in any case to be storing information on such subjects ae 
Feports, quarantine, physicals, immunizations, sto levela, Horpital 
Gorpa training, and VD control? Although all of these subjects are 
foreign to his present job, 6111 ho has the opportunity to rea the 
“Navy SepaTtnent Bulletins’, 411 Rande“, and some of the cirevlar 
letters. Me will, therefore, automtionlly encounter some gubjeate 
Whigh will be later of prime importance in hig future billet. He 
gould certainly profit by preparing any references which would cave 
many houre of research and uncertainty vhen finally faced with inde- 
pendent or ether duty outetds his spectalty. 

Or let us take a laboratory technician with primary intorest in 
hie present spectalty. Hoe might include in his file, for instance, 
under the hending *Cuiture Media”, en a seperate care, n notation ae 
to where tho technique for preparing a special culture modiun fe set 
forth in the “Journal of Ladoratory and Clinieal Modi¢ine”. 

A property or finance officer sight include a card entitled 
“Mav d 2576" with a reference, among other references, to the 
diecussion of thia form in one of the Finance Division Hows Letters. 


4 Medien) Service Corps Officer in the administration and supply 
group needs the largest variety, since his possible assignments re- 
q@iroe knowledge of such divergmt yet correlated medical subjects as 
logintias, planning, training, research, accamting, commissary an 
agement, nnd porsounel gdministration. 

Sample entries ona few of the cards in the vri ter te file are 
shown Velow. Tho parenthetical mttere are brief statements of the 
most importent aspects of the references. Certain abbreviations for 
the references are used. ‘To explain! The hyphenated numbers alone 
are Havy Department Bulletin items which are easily located by using 
the Conversion Table in the back of the cumulative editions of ro- 
tpective years or by following the sumerical sequence at the tops of 
the pages of unbound 40 "C/E! stands for Buted Ciroular Letter! 
%, for General Order; and "GM" for Bulled Rows Letter. 
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Cards vhen originally prepared were typed. Subsequent entries 
wore usually written in ink bat could be typed. Both sides of the cart 
are used, Wo or mere cards on the sane subject are used when the 
rofermess are extensive. Frequently, only an efatable pmot) note 
8 ie made. Sf the reference ia, let us cay, to a 1001 
order or u directive of limited dumtion. Entry of tho sane reference 


on dus or more canis of the file aan be made if desired. 


Cards pertaining to subjects not being used in one’s present Jod 
can be grouped under one title. Yor example, a personnel officer 
might group all references to financial matters, under the hending 
“Agcounting”, but a finance officer would break down ouch a group 
into separate headings. When references entered cancel previous on- 
tries, lines can be dravn through the cancelled references, Tho 
references can be checked occasionally aa to being still in effect 
and the cards retyped when necoscary. 

References which, because used 80 often, are nom like the back 
of ons ie hand, such as most of those in the Manual of the Medical 
Department and DuPers Manual, are not entered on the cards sine thie 
would merely duplicate the index of a well-imown source. it cannot 
do sen how this would serve any useful purpose. 

On the other band, f adding an iten to the file will save tine 
Gometine in the future, then 1% should be added, If you or your 
ateistants have pant considerable time collecting data to apply to 
a particular get of olrounstances and that ease problem vill arise 
agin, thea certainly a reference card on the subject 10 iniastet, 


Tf the tine spent in preparing a card file 10 more than com 
pensated by the caving in research tine required later to locate 
specifica 4, then a value 40 final iy realized. It 49 believed 
that this 421 bo found true particularly with respect to tho in- 
Ghusion of references to selected A ista bons, AlMers, local orders, 
end other aiscollaneous directives which after a fev months are 
most Gifficult to ramenber spooifically as being applicable to an 
dofrequent situation. 

And 4 my be found desirable to prepare sone interin index 
for all the latest Died Ciroular Lettera aud for certain 1 tene : 
in the more resent issues of the Navy Department Bulletin. With 
Tespect to the latter, 4d is not recommended that every 1 ben be 
inoluded - only the pertinent ones. Of course, practically 211 the 
BuMed Oirqular letters are referenced sooner or later. Take / 
4S-145 for example on the subject of Work Projeata. It 10 not re- 
produced in the Yavy Departnent Bulletin or the Medical News Letter. 
The point 10 that adding such an item to one's file will enable one, 
we acoigaad ab some future date to ute in the finance section 
of an activity which was an addresses of thie letter and to which 4 
tho contents are applicable, to know positively in connection with 
a work project that a recent directive pertaining thereto exists and 
that 4¢ is ineluded epndifically in the Cumulative Edition of dulled 
Otroular Letters. 
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Of unquestionadle value, too, are certain other indices such 
an the filing index guggested by Tn ZIMMERMAN, MSC, USN, in the 
last 1948 iu of the Hospital Corps Quarterly. Sowever, his idea 
go adapted more for use in the central file of a medical activity 
ru thor than wr an individual, although the general idea is the sane. 

Also, as an expaneion of an individual or activity file, one 
could add a seotion on reports. A separate card for each required 
Teport 10 made — with the title of the report and the form number 
at the top} and data as to when submitted, to whom, prepared by, 
vie whom, mausber of copies required, ead the direotive for prepara- 
tion in the body. ‘The cards can be arranged alphabetically hy title 
or @ivided by separators into groups (daily, weekly, monthly. annually, 
and ogcasionally) to indleate periods in which the reports are sub- 
mitted. The backs of the cards aan be used for a chook-off systen 
to indicate when the reporte are forwarded. 

While card files can be expanded infefinitely to serve many 
purposes, 16 1 am, exphasised that the file herein suggested ia 
a n. personal Anden which takes surprisingly little time to keep 
ourreat. ‘The factors of time, energy, and relative usefulness must 
do given full considemtion. It ia realised that just ae one my 
be “inaurange poor” go one dan de card-file happy” too. 


Finding ov taking any tine to prepare a card file is another 
matter, Various methods may be used. One is to mke entries per- 
fonally in ink on the cards immediately, a8 nocessary. The “do it 
Bow" achool may de partial to this aystem. Another is to got dow 
itens on one's calendar pad. Every few days or whenever tine permits, 
all outstanding % can be entered. A busier administrator could 
un till another method. He could make just a check mark or 50 
indicating dard at the tops of each item which he desires included 
ia his index and his typist could enter the references for hin. 

Whatever method 46 used, the min objective is to supplement 
one's own memory ae nesessarys ‘Therefore, in conclusion, 46 is 
suggested that 4f your memory does not function sntiefactorily in 
your head that you try sitting part of 4 on your desk, 


J. D. Young. 
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